
TRAVEL REIMBURSEMENT (TR) REQUEST
PROCESSING

February 24, 1997

Francine stamps the
TR "REC'D" wtih the

date.

IS TR TO BE
COMPLETED
BY ED DEPT?

Francine takes the
TR to Kelly Mullen.

Francine audits and
corrects the TR.

No

Yes

ARE
DOCUMENTS

OR INFO
MISSING?

Francine logs the TR
and requests what is

needed.
Yes

The Education Dept
completes the TR
and returns it to

Francine.

Francine scans and
indexes the TR into 
FIDO.

TR SENT NEXT
DAY TO STATE
FINANCE FOR

PAYMENT

The request is
answered.  Francine

stamps the TR as
"ANS'D," dates and

logs it.

No

Is the TR for a
state

employee?

Francine enters the
TR into the

computer for
payment

Yes

No

Francine scans and
indexes the TR into
FIDO.

A TR comes to
Francine in AOC

Finance.

TR SENT NEXT DAY TO STATE
FINANCE FOR POST AUDIT.


